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COLLEGE CALENDAR
1973-74
FALL QUARTER

Sept. 10
Oct. 19
Nov. 22-23
Nov.

29

Classes begin
Midterm
Thanksgiving Vaca ti on College offices closeo
End of Fall Quarter

WINTER QUARTER

Classes begin
Dec. 5
Dec. 24-Jan. 1 Christmas Vacation
Dec. 25
Holiday - College offices
closed
Jan. 1
Holiday - Coll ege offices
closed
Jan. 2
Classes resume
Midterm
Jan. 23
March 1
End of Winter Quarter
SPRING QUARTER

March 6
April 12-15
April 16
Apri 1 18
May 27
May 30
May 30

Classes begin
Easter Vacation College offices closed
Classes resume
Midterm
Holiday - College offices
closed
End of Spring Quarter
ColTlllencement

WE L C O ME
We are pleased that you have chosen to
enroll as an extension student in college
transfer classes at Des Moines Area Commun·i ty
College. Whether your goal is to obtain
specific knowledge from a few selected courses
or to work toward obtaining an Associate in
Arts degree, we wish you every success.
Since your classes as an extension student
will all be held off-campus, we have attempted
to assemble in this brief handbook answers
to some of the qu esti ons you may encounter
and information about some of the policies
which will affect you as a student. We hope
you will take time to become familiar with
the handbook and maintain it as a future
reference. If questions arise which are not
covered, please contact your instructor or
the Counseling Center on the Ankeny Campus
(515-964-0651, Ext. 363) or Boone Campus
(515-432-7203).
Best wishes for an enjoyable and rewarding
experience as an extension student.

Leonard Bengtson
Assistant Superintendent
Student Services

ADMISSION AND REGISTRATION
Extension students may enroll during either
the f i rs t or second class meeting. Enrollment
will not be permitted after the second class
meeting.
Extension students may register for a
maximum of eleven credit hours of course work
per quarter by completing only an Extension
Student Registrati on Form for each course
and paying the indicated tuition and fees.
Students currently enrolled in high school
must present a completed High School Approval
form for each course for which they wish to
register.
A maximum of twenty-four credits may be
earned as an extension student without completing
regular admission procedures. Prior to registration for courses which would exceed this
maximum, the student should contact the Admissions Office on the An keny Campus to arrange
for admission as a regular student.
Students who in t end to work toward an
Associate in Arts degree are encouraged to
complete procedures for admission as a regular
student as early as possible. Contact the
Admissions Office on the Ankeny Campus for
further information ..

E[UCATIONAL PLANNING
fxtension stud~·~ts assume responsibility for
tteir own educal~onal planning . It is not
pc ssible fo r t h~ ~0llege t o provide counsel ing
s~rvi ces in t h~ ex~~nsi on centers. However, any
student or pot 2ntial student is encouraged to
ccme to the Ankeny or Boone Campus for ass i stance
i n planning nis educational program. It is bes t
to arrange for an appointment in advance by
calling 51 5-964- 0651, Ext. 241 (Ankeny Campus)
or 515-432-7203 (Boone Campus). Students who
have taken previous college work in another
institution should submi t a transcript of ~redits
for evaluation.
PAYMENT OF TUITI ON AND FEES
The standard tuition charge is $13.00 per
credit hour, with a maximum of $135.00 per
quarter. Tex tbook costs will vary with the
course , and books rnay be purchased from the
instructor.
All tuition and fees are to be paid by the
second class meeting.
If a student is receiving financial aid to
cover tuition and fees, an "Agency Authoriza tion of Fees" form signed by the agency providing t he financial aid must be presented at
registration. No student may charge tuition
or fees without a signed form. Most sponsoring
agencies have a supply of the fon11s, or they
may be obtained from the Adult Education
Director in the school where you attend classes
or the College Financial Aid Office.

FINANCIAL AID & VETERANS BENEFITS
All students who desire financial
assistance from the college must make prior
arrangements through the Financial Aids Office
on the Ankeny Campus.
Students who wish to receive assistance
through the Law Enforcement Education Program
(L.E.E.P.) should contact the Financial Aid
Office at least four weeks prior to the start
of classes.
Veterans who desire to apply for V.A. benefits
should contact the Office of Veterans Affairs
on the Ankeny Campus at the earliest possible
date . Assistance is available in processing
the necessary forms through the V.A. Veterans
must pay their own tuition and textbook charges
at registration. Typically, the first V.A.
benefit check will not be received until six
to eight weeks after the start of classes.
V.A. benefits vary in amount according to the
course load carried.
STUDENT CHARACTERISTICS INFORMATION
A student infonnation questionnaire i s to
be completed by all students who enroll during
fall quarter, and by new students who enroll
in other quarters . Instructors will distribute the forms, generally during the second
class period. Sunmary information from the
fo rms helps the College plan to better meet
the needs of students who are utilizing its
services. Students who are registered for more
than one course in a quarter need complete the
form only once.
CLASS ATTENDANCE
Regular class at tendance and consistent
study habits are essential to success in
(cont. next page)
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All instruc t~,r~ recogniz ~ the vmwoidable
nature of il i;·,~·. ~ and certai11 othe~· emergi::nc . ..:s "
J\fter any absi:::ir.e . it is the responsibil ·i ty
of the stude~~ ta contact his instructors to
obtain make-up assignments, and to ~e sure
t hey are completed.
Emergency leaves may be granted for short
periods of time if the student presents satisfactory reasons and secures advanced approva·1
from hi s instructor. (Examples: hospitalizations National Guard, or Reserve DJty.} Make-u p
work must be accomplished for all emergency
leaves. Under no circumstances will leaves
be granted at the end of a quarter when final
exams would be missed or course requirements
not fulfilled.
DROPPING A COURSE
Should you decide to stop attending a classt
·t is very important that~ off icially dr9p
thecourse !it come1etTonorI 11 0rop/Add Not,ce.
This wi 11 result ,n a grade of "W" being record ea
on your transcript, which is not included in
grade point average computation. Failure to
complete the drop form may result in a grade of F
for the course, which is computed in grade point
average.
11

11

The Drop/Add Notice form may be obtained
from your instructor. The completed form must
be forwarded to the Registrar's Office on the
Ankeny Campus either by yourself or your
instructor. For a grade of W to be recorded,
the drop notice must be postmarked no later than
the close of the sixth day prior to the end of
the quarter.
11
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GRADING POLICIES
The College us es the fol lowing grading scale:
ABCDFI W-

Su perior
Above Average
Average
Below Average
Faili ng
In Progress (Incomplete)
Dropped or Withdrew

Letter grades according to the above scale
are awarded in all credit courses.
In special cases at the di scretion of the
instructor, a mark of ! (In Progress) may be
given if a student has been unable to complete
some portion of assigned course work during
the regular quarter. In-Progress grades automatically revert to F grades if the work is
not completed by midterm of the following
quarter.
11
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Final grade reports are mailed from the
Office of the Registrar approximately two
weeks after the end of each quarter .
SCHOLASTIC REQUIREMENTS
A minimum grade point average of 1.80 is
required for the awarding of an Associate in
Arts degree.
A student wil l be placed on academic probation
under the following conditions:
Performance below a grade point average
of 1.50 in any quarter.
2. Performance below a cumulative grade
point average of 1.60 after earning a
minimum of 48 hours of credit.

1.

A student will be sus pended fo r academic
reasons under t ~e ~allowi ng condit1ons:
Perform~1,,u_. below a grade point average
of l . 00 ·i .1 any quarter.
2. Performanc~ below a cumulati ve grade
point average of 1. 50 aftm' earning a
minimum of 48 hours of credit.

1.

Any student who encounters academic difficulty
should confer with his instructor promptly.
The Coll ege is corrmitted to doing everything
poss ible to help each student achieve success .
ADDITIONAL SERV IC ES
Many services are availab1e to students on
the campus which ca nno t be offered i n the
extension centers . All extens ion students,
however, are encouraged to uti lize these services
as they have need. Among the serv ices are:
1. Cou nseling
2. Career exploration and assessment
3. Remedial and developmental courses
4. Financial aid i nformation &assistance
5. Assistance with processing for veterans'
benefits.
The services are ava ila ble to extensi on students
on t he same basis as to similar on-campus students.
For assistance i n making the ri ght contacts to
utilize these services, contact the Admissions
Office or Cou nseling Center on the Ankeny Campus.

N OT E S

NOT E S

